I | DEPARTMENT OF GENERAL SERVICES SCHEDULE

DGS-550-1 Records Management Division NO. 1406 - 3
REV. 7/86
PAGE
RECORDS RETENTION AND DISPOSAL SCHEDULE NO. 1 of 2
Department of Public Safety
and Correctional Services Division of Correction
Agency Division
Item
No. Description Retention
ADMINISTRATIVE OFFICES AREA:
1.] ADMINISTRATIVE GENERAL CORRESPONDENCE:
Subject arrangement of original incoming Retain for three
and outgoing letters and memoranda, (3) years then
reports, studies, surveys, investigations, |destroy. Material
press releases, legislative material and relating to plan-
other miscellaneous documents related to ning and policy
the administration of the Division and its |that illustrate
institutions. the development of

the Division, re-
tain permanently
for periodic
transfer to the
‘ ' State Archives.

2.| Manuals and Publications: Screen annually,

destroying materi-
als not needed for
the conduct of
business. Retain
one official copy
of each publica-
tion or manual
permanently for
periodic transfer
to the State
Archives.

3.| Minutes Retain permanent-
ly. Transfer

Including, but not limited to: periodically to
the State

a. Managing Officer Meetings Archives.

b. Warden's Staff Meetings

c. Inmate Advisory Committee Meetings

d

. Union Representative Advisory Meetings

. Schedule Approved by Department,
Agency, or Division epresentatlve

e =

Date Slgnatur¢77 Tltle

Schedule Authorized by

AN 2 0 1992 wc” f"f"'fw

Date State Archivist




DGS-550-1A RECORDS RETENTION AND DISPOSAI, SCHEDULE
(CONTINUATION SHEET) SCHEDULE
NO. 1406 - 3
PAGE
NO. 2 of 2

Description Retention

Legal Materials Screen Annually.
Retain permanent-
Including, but not limited to: ly for periodic
transfer to the
a. Law suits State Archives.
b. Advice of Counsel

c. Attorney General Opinions

I.D./Information Bulletin Sign-Off Sheets Retain for five
. (5) years after
Lists of employee signatures indicating the I.D. is
receipt of or having read institutional rescinded, then
directives and information bulletins. destroy.




LSIRVCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD

DEFARTMENT OF GENERAL SERVYICES
RECORDS MANAGEMENT DIVISION
72785 WATERLOO ROAD

AGENCY RECORDS INVENTOURY

¥IiTH RECORDS RETENTION SCHEDULE P.O. BOX 275 / 5-
PAGK or
(DGS 350-1) JESSUP, MARYLAND 2079%4 S e—— —
. 1. DEFARTMENT /AGENCY 2. PDIVISION 3. UNIT

Public Safety and
Correctional Services

Division of Correction

Administrative Offices

DEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDES NORMALLY FILED

4. RECORD SERIES TITLE

Administrative Offices General Correspondence

REFERENCE AS WELL AS AETENTION AND DISPOSITION PURPOSES

AND USKD AS A UNIT FOR

8. EARLIEST YEAR/LATEST YEAR
TO

| 6. RECORD SERIES DESCRIPTION (IRIIPI-Y DESCRIBE THE TYPES OF INFQMTION[DOCMTI/POM FouND

‘IN THE SERIES.

and outgoing
reports, studies,
press releases,

institutions.

Subject arrangement of original incoming
letters and memoranda,
surveys, investigations,
. legislative material and
other miscellaneous documents related to
the administration of the Division and its

INCLUDE THE PURPOSE OR FUNCTION OF THE SEFIES |

RECORD SERIES FORMAT(S)
LI'I‘I'ER SIZE O MICROFILM

LEGAL SI1ZE O COMFUTER TAPE 0 NUMERICAL

BOUND BOOK O FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

O 0O O O 0O

OTHER( SPECIFY)

8. RECORD SERIES SEQUIENCE
O ALPHAEKTICAL

O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

$. vOLUME

O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

NGHEER O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
O MICROFILM REEL(S)
KUMBER O COMPUTER TAPE(S)

O OTHER(SPECIFY)

I 1% w1 1s used

¥ oAy 0 wEmQLY O MONTHLY

g

12. p|LE BECOMES INACTIVE AFTER

i

} 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROGM)

D MONTH(S O YEAR(S
A (s) (s)

14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?

t1r vyxs, seEcIFrY saeNcyY OR oPFICE)
OvyEs O nNo

18. ACCESS RESTRICTIONS Qg res 0 No

{ir ves, cr1Tx 1AWlS) & nEauLaTION|S)

16. AUDIT REQUIREMENTS

O nonNk ﬂszWt O FEDERAL 0O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1@ YRS.I>PLAIN

BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE )

Qyes QO NO

3

.l’. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

TELEPHONE NUMEER

the. Division, re-
tain permanently
for periodic

18. RECOMMENDED RETENT ION
Retain for three

(3) 'years then
destgoy. Material transfer to the
relating to plan- State Archives.
ning and policy ' -
that illustrate

the development of

DATE

Shig

DGS 3350-4 (REVISED 2/87)




E

LSTRVCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
WiTH RECORDS RETENTION SCHEDWLE
(DGS $80-1)

r.O.

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727% WATERLOO ROQAD

BOX 273
JESSUP, MARYLAND 207%4

— 1

AGENCY RECORDS INVENTORY

PAGK 32__or_éz;

1. DEFARTMENT /AGENCY
Public Safety .and
Correctional Services

2. DIVISION

Division of Correction

3. UNIT

Administrative Offices

. Correspondence Manuals and Publications

DEF IN1T 10N - RECORD ml‘s-‘ GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS

4. RECORD SERIES TITLE Administrative Offices General

8. EARLIEST YEAR/LATEST YEAR
TO

i 6. RECORD SERIES DESCRIPTION ‘IIIRPLY DESCRIBE THK TYPRES OF mnmnou/oocmrs/nm.mb

THE SERIES.

INCLUDE THE PURPOSE OR FUNCTION OF THK SEPIES

Subject arrangement of original incoming
and outgoing letters and memoranda,
reports, studies, surveys, investigations,
press releases, legislative material and
other miscellaneous documents related to

institutions.

the administration of the Division and its

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE O MICROFILM
O LEGAL SI1ZE 0O COMPUTER TAPK

‘ O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE O VIDEO TAFK
O OTHER( SPECIFY)

8. RECORD SERIES SEQUENCK ’. voLuME
O ALPHABETICAL
O NUMERICAL
O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)

“ﬂnﬁwtldncauatcuv)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUINER O COMPUTER TAFE(S)

O OTHER(SPECIFY)

1. g1 g 13 useD
¥ palLy

Q vEDQLY O MONTHLY

12. pILE BECOMES INACTIVE AFYER

,
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

O MONTH a]
| (s) YEAR(S)

14. 18 RECORD SERIKS DUPL ICATED ELSEWHERE?

ti1r vyes, sPEciPY raENcy or orFrick)
O vyEes O NO

18. ACCESS RESTRICTIONS ‘0 YES O Nno
(1 vyes, ci1Te LAwW(S) & nEauLATION(S)

16. AUDIT REQUIREMENTS

O NONE ”.,STATI O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1F YRS,.E)PLAIN
BRIEFLY AKD DESCRIBE ANY MARDBARK/SOPTWARK )

OYES O NO

of each publica-
tion or manual
permanently for
periodic transfe
to the State
Archives.

1s. RECOMMENDED RETENT ION
Screen annually,
destroying materi-
als not needed for
the conduct of
business. Retain
one official copy

.l!.MAﬁDTITLEOme

Myles Carpeneto, Director of
Procurement Services

TELEPHONK NUMEER

'}7, 9)

(301) 764-4113

DGS 330-4 (REVISED 2/87)




LNSIRVUCTIGNS - -TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

]

SEPARATE FORM FOR EACH NEY OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES, FORWARD 7278 WATERLOO ROAD
¥WiTH RECORDS RETENTION SCHEDULE P.O. BOX 278 3 5
(DGS 380-1) JESSUP, MARYLAND 20794 PAGE —__oF ~
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
Public Safety and . o £Fi
Correctional Services Division of Correction Administrative Offices
DEFINIT1ON-RECORD SERIES.A OMOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FoRr
REFERKNCE AS SELL AS RETENTION AND DISFOSITION PURPOSKS
; 4. RECORD SERIES TITLE Administrative Offices General 8. EARLIEST YEAR/LATEST YEAR

Correspondence Minutes

TO

|

6. RECORD SERIES DEECRIPTION ‘.IIKPLY DESCRIBE THE TYPES OF INPORMATION/DOCMTI/'OM FOUND
‘IN  THE SERIES. . INCLUDE THEK PURPOSE OR FUNCTION OF THE SEPIES

Minutes

Including, but not limited to:

a. Managing Officer Meetings
b. Warden's Staff Meetings
c. Inmate Advisory Committee Meetings
d. Union Representative Advisory Meetings
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCK 9. VoLLME
O LETTER SIZE O MICROFILM O ALPHABETICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
0 LEGAL SIZE O COMFUTER TAPK C NUMERICAL O COMPUTER TAPE(S)
O BOUND BOOK O FLOPPY DISK O CHRONOLOGICAL NOMRET 0 oneR(sPECIFY)
a
AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER|SPECIFY) D FILE DRAWER(S)
' O MICROFILM REEL(S)
ROMEBEN O COMPUTER TAPE(S)
O OTHER(SPECIFY)

I 1. pig 18 used

12. p|LE BECOMES INACTIVE AFTER

Q palLY 0 wEnQyY R moNTHLY O MONTH(S) O YEAR(S)
L ﬂﬂllll'
! 13. CURRENT LOCATION(S) (HELDG.,FLOOR, ROOM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
fi1r vyzs, sezciFry raENcY OR OFrFicE)
Oves D NO
18. ACCESS RESTRICTIONS ‘OYES O NO 16. AUDIT REQUIREMENTS

(1@ ves, ciTe Law(s) & rEauLATION(S)

O nonNk B sTATE

O FEDERAL O [NDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1rF YRS.KPLAIN
BRIEFLY AKD DESCRIRE ANY HARDBARE/SOFTWARK )

Uvzsouo

Retain

18. RECOMMENDED RETENT ION

ly. Transfer
periodically to
the State
Archives.

permanent-

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATK

Myles Carpeneto, Director of
Procurement Services

(301) 764-4113

s[4

DGS 330-4 (REVISED 2/87)




1

LSTRVCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIES. FORWARD

(DGS 380-1)

WITH RECORDS RETENT ION SCHEDULK

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 2783
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

pmc:,lﬁ__or_ﬁi_

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Administrative Offices

DEF INIT1ON - RECORD MI“.A GROUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WKLl AS RETENTION AND DISPOS

4. RECORD SERIES TITLE Administrative Offices General ‘
Correspondence Legal Materials

AND USED AS A UNIT PFOR

5. EARLIEST YEAR/LATEST YEAR
TO

| 6. RECORD SERIES DESCRIPTION (™™’
AN THE SERIES.

EPFLY DESCRIBE THE TYPES OF INNMTION/DOCWTIIPOM FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE SEFTES

Legal Materials

Including, but not limited to:

a. Law suits
b. Advice of Counsel
c. Attorney General Opinions

7. RECORD SERIES FORMAT(S)
O LETTER SIZE O MICROFILM
0 LEGAL SI1ZE O COMPUTER TAPK

. O BOUND BOOK O FLOPPY DISK

O AUDIO TAPE B VIDEO TAPE
C OTHER(SPECIFY)

8. RECORD SERIES SEQUENCK
0 ALPHAEKTICAL
O NUMERICAL
0 CHRONOLOG]CAL

?. voLumE
O FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(S)
ﬁuﬂﬁFtldn:Ru#tcnv)

O GEOGRAPHICAL
O OTHER({SPECIFY)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL(S)
RUMBEN O COMPUTER TAFPE(S)
0 OTHER({SPECIFY)

! 1. riLg 1S UsED 12. fFILE BECOMES INACTIVE AFTER
O DAILY O wERKLY N moremLy O MONTH(S) O YEAR(S)
— NS
14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM)

Cyxs O NO

ti1r v, sPRCIFY saENCY OR OFFICE)

18. ACCESS RESTRICTIONS

Qi
(ir yes, ci1TE tawis) & rmauLaTION(S)

AUDIT REQUIREMENTS

O NonE ﬁ"STATl O FEDERAL D INDEPENDENT

17.

OYES D nNoO

1S AN INDEX SYSTEM USED? (i1pr vyRS.EXPLAIN
BRIEFLY AND DESCRIRE ANY MARDBARK/SOFTWARE )

18. RECOMMENDED RETENTION

Screen Annually.
Retain permanent-
ly for periodic
transfer to the
State Archives.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONK NUMEER

(301) 764-4113°

21. DATK

S il

DGS $5350-4 (REVISED 2/87)




FERTS

INSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REV ISED RECORD s‘thB.. FORWARD 7278 VWATERLOO m
¥iITH RECORDS RETENTIGN SCHEDULK P.O. BOX 278 5 Y
(DGS 550-1) | JESSUP, MARYLAND 20794 - - PAGE —_or 2
. 1 . DEFARTMENT /AGENCY 2. DIVISION ' 3. UNIT
Public Safety and L . .
Correctional Services Division of Correction Administrative .Offices
DEF INITION-RECORD SERIES-® OMOUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT POR
RAEFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOSES
i . . . . .
| 4. RECORD SERIES TITLE )., istrative Offices General 5. EARLIEST YEAR/LATEST YEAR
* Correspondence I.D./Information Bulletin Sign-Off Sheets TO

| 6. RECORD SERIES DESCRIPTION ‘IIIIPI.Y DESCRIBE THE TYPES OF lN"MTlON/DOCMT'/”M FOUND
‘IN FTHE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SEPIES’

I.D./Information Bulletin Sign-Off Sheets

Lists of employee signatures indicating
! receipt of or having read institutional
directives and information bulletins.

7. RECORD SERIES FORMAT(S) ¢. RECORD SERIES SEQUIENCK ». voLLME
O LETTER SI1ZE O MICROFILM O ALPHABKTICAL O FILE DRAWER(S)
O MICROFILM REEL(S)
O LEGAL SIZE O COMPUTER TAPK O NUMERICAL O COMPUTER TAPE(S)
’ NUNGER
. 'O BOUND BOOK U FLOPPY DISK O CHRONOLOGICAL . O OTHER(SPECIFY)
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHIICAL

10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) O FILE DRAWER(S)
' O MICROFILM REEL(S)
KUUNEW O COMPUTER TAPE(S)
O OTHER(SPECIFY)

‘ 1. wiLE 1S USED 12. piILE BECOMES INACTIVE AFTER

. 0 pAILY 0 wERKL O MONTH(S O YEAR(S

- Y N MonTHLY AU (8) (s)

' 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROCM) 14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?

tir YES, SPECIFY /.GENCY OR orrice)
D vyxes O NoO

13, ACCESS RESTRICTIONS ‘OYyes O NO 16. AUDIT REQUIREMENTS
{(ir yes, ciTe LAwW(S) & rEauLaTION(S)
O nonx W STATE O FEDERAL DO INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1F YRS .@OPLAIN OMMENDED ETENT'
BRIEPLY AND DESCRIBR ANY MHARDBARE/SOFTWARE ) 18. REC fout
: . Retain for five
(5) years after
the I.D. is

rescinded, then

CYYEsS O nNO

destroy.
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER - 21. DATR
Myles Carpeneto, Director of ‘ q/ ) 7/
Procurement Services (301) 764-4113

DGS 330-4 {REVISED 2/87)




This inventory was isolated from its retention schedule and we have not been able to find
the exact retention schedule that matches the unit. However, it seems that many of the
records covered in this inventory would be under Administration and thus it is being
placed with this schedule due to it being the most closely related.

-June 5, 2007



LUSTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR
REVISED RECORD SERIKS. FORWARD
WITH RECORDS RETENTION SCHEDULK
(DGS 380-1)

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 2079%4&

AGENCY RECORDS INVENTORY

eace _|_or 5

1t . DEFARTMENT /AGENCY
Public Safety and
Correctional Services

.

2. DIVISION

Division of Correction

3. WINIT
Strategic Planning

DEFINITION - RECORD mlﬂs-‘ GROUP OF RELATED RECOARDS NORMALLY PILED

ir" RECORD SERIES TITLE

AEFERENCE AS UELL AS RETENTION AND DiSPOS

. Strategic Planning State Capital Project Files

AND USED AS A UNIT FOR
1TION PURPOSKS

S. EARLIEST YEAR/LATEST YEAR
To

capital budget material.

‘'8 THE SERIES.

This file includes capital project files,
all State correctional facilities and local
jails, miscellaneous correspondence files,
vendor/construction literature files and

6. RECC SERIES DESCRIPTION |IRIIPI-Y DESCRIBE THE TYPES OF INPOM?ION[DOCU‘NT’/'OM FOUND
INCLUDE TME PURPOSE OR FUNCTICN OF THE sSEPFiES)

State Capital Project Files:

Site

Project Approval

Plans

Change Orders
Progress Meeting Minutes

7. RECORD SERIES FORMAT(S)
O LETTER SI1ZE O MICROFILM
O LEGAL S1ZE 0O COMPUTER TAPK

.Dsoumaoox O FLOPPY DISK

D AUDIO TAPE U VIDEO TAPK
O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE
O ALPHAERTICAL
0 NAERICAL
O crronoLoGIcAL
0 GEOGRAPHICAL
O OTHER(SPECIFY)

1.3
). VoL 3
O FILE DRAYER(S)

O MICROFILM REEL(S)
O COMPUTER TAPE(S)

mﬂmﬂ'c!cnzauwtcuv)

10. ANNUAL ACCUMULAT ION
O FILE DRAWER(S)
O MICROFILM REEL{S)
RUIEEN O COMPUTER TAPE(S)

O oTHER(SPECIEY)

FILK IS USED

IR R
‘ X paiLy

0 DAy

o

O MONTHLY NUNERR

FILE BECOMES INACTIVE AFTER
O MONTH(S)

O YEAR({S)

e

! 13. CURRENT LOCATION(S) (BLDG.,FLOCR, ROCM)

14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?

tir vxs, serrciry ramncy Or OFFick)
Oves O NnO

185, ACCESS RESTRICTIONS

‘0 YRS
(1r ves, civx Law(s) & nEauraTiON(S)

AUDIT REQUIREMENTS

O NoNE fISUut O FEDERAL 0O INDEPENDENT

17.

Cyks O NnO

IS AN INDEX SYSTEM USKD? (1r YRS.RXPLAIN
BRIKFLY AND DESCRIBE ANY HARDWARK/SOPFTWARK )

N

rEcossenmep meTEnTion Retain for five

(5) years after
project comple-
tion, then tranas-
fer to the State
Archives for per-
manent retention.

8. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(301) 764-4113

DGS 5350-4 (REVISED 2/87)
4




JISTRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULE
(DGB 830-1) '

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

- 5

1. DEPARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Strategic Planning

DEFINITION - RECORD MI(S°“ SROUP OF RELATED RECORDS NORMALLY PF)lLED

4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENYION AND DISPFOS

Strategic Planning Local Jail Capital Project Files

AND USED AS A UNIT FOR
LYION PURPORKES

8. EARLIEST YEAR/LATEST YEAR

™

| 6. REC SERIES DESCRIPTION (.IIIPL' DESCRIBE THE TYPES OF IN'OM'I’ICN/DOCU_NT./'OM FOUND
INCLUDE THRE PURPOSE OR FUNCTION OF THE SEPtES)

N THE SERIES.

Local Jail Capital Project Files:

Site Plans

Project Approval

Progress Meeting Minutes
General Correspondence

Miscellaneous -
Program and Program Addenda

i.e., letters, memos,

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

O LEGAL SIZE O COMPUTER TAPE

0 poUND BOOK O FLOPPY DISK

O ALPHABKTICAL
O NUMERICAL
D CHRONOLOGICAL,

?. VoL E

O FILE DRAEER(S)

O MICROF ILY REEL(S)
O COMPUTER TAPE(S)

m O OTHER(SPECIFY)

C FiLKE DRAWER(S)
O MICROFILM REEL(S)
RUMNER C COMPUTER TAFPE(S)

O OTHFR(SPECIEY)

0 YEAR(S)

o o] ’
AUDIO TAPE VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCUMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY)
L11. piix 1S used . 12. FILE BECOMES INACTIVE AFTER
. O pAlLY EERKLY O MONTILY AR 0 MONTH(S)
» ' .
! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROOM) 14. 1S RECORD SERIKS DUPL ICATED ELSEVHERE?

Ovyxs O NO

ti1r vyxs, srEciIFY saENcY OR OFrice)

18. ACCESS RESTRICTIONS

"0 YRS
(s ves, ci1Tx Law(s) & mEauLATION(S)

16. AUDIT REQUIRKMENTS

O NONE JXSTATE O FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USKED? (1P YRES.EXPLAIN
BRIEPLY AKD DESCRLIRE. ANY HARDRARK/SOFTWARE )

Cyks O NO

RECOMMENDED RETENTION (5) years after

Retain for five

project comple-
tion, then trans-
fer to the State
Archives for
permanent
retention.

4".‘ NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(3Q1) 764-4113

lau Z%Z/q‘

DGS 3350-4 (REVISED 2/87)

o
. t




R |

JHSTRUCTIQNS - - TYPE OR PRINT A
SEPARATE FORM FOR REACH NE¥W OR

REVISED RECORD SERIES. FORWARD
¥ITH RECORDS RETENTION SCHEDULK
(PGS 380-1)

Pr.O.

DEFARTMENT OF GENERAL SERVICES

RECORDS MANAGEMENT DIVISION
7273 WATERLOO ROAD

BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

e 3 0 5_

1. DEFARTMENT /AGENCY
Public Safety and

Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Strategic Planning

DEF INIT 10N -RECORD SI'.RI:B-“ GROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR

AEKFERENCE AS EELL AS RETENTION AND EI!EQATIL!H_ZHIZQIII

H
g 4. RECORD SERIES TITLE

Strategic Planning Vendor/Construction Literature Files TO

5. EARLIEST YEAR/LATEST YEAR

FHE SERIES.

| ¢. RECORD SERIES DESCRIPTION (IIIIPLY DESCRIBE THE TYPES OF INPOIHA'I'ION/DOCU_NT./POM FOUND

Vendor/Construction Literature Files:

INCLURE TME PURPOSE OR PFUNCYION OF THE sSErtES)

Pamphlets

Packets of Material
Literature

Printed Articles
Letters

U BOUND BOOK O FLOPPY DISK

O AUDIO TAPE 0O VIDEO TAPE
QO OTHER(SPECIFY)

: 3
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. voLuME b
O LETTER SI1ZE O MICROFILM O ALPHABKTICAL O FILE DRABER(S)
O MICROF ILM REEL(S)
O LEGAL SIZE 0O COMPUTER TAPK O MMERICAL O COMPUTER TAPE(S)

O CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

ia“mrticntnurtcuv)

10. ANNUAL ACCLMULAT ION
U FILE DRAYER(S)
O MICROFILM REEL(S)
RUIBEW O COMPUTER TAPE(S)

0 OTHER(SPECIFY)

FILE IS USED
O pAilLY

et

K wmay O MONTHLY

u

12. piLE BECOMES INACTIVE AFTER

0 S O YEAR(S
oy MTE) (s)

|

' 13, CURRENT LOCATION(S) {BL.DG.,FLOOR,ROCM)

14,

IS RECORD SERIKS DUPL ICATED ELSEYHERE?

tir ves, sPEciPY raENcY OR OFFicE)
Ovyzs O NO

18. ACCESS RESTRICTIONS ‘Cyes O nNO
(1r ves, ciTe LAw(S) & nmouLATION(S)

16. AUDIT REQUIREMENTS

O NONK 7‘8ﬂﬂt O FEDERAL 0O INDEPENDENT

17. 18 AN INDEX SYSTEM USED? (1 YRS.EXPLAIN
BRIEFLY ANKD DESCRIAR -ANY HARDUARE/SOFTWARE )

CYES O NO

18. RECOMMENDED RETENT ION

Review annually
and destroy
obsolete material

.u. NAME AND TITLE OF PREPARER 20.

Myles Carpeneto, Birector of
Procurement Services

TELEPHONE NUMEER

(301) 764-4113 .

21. DATE

Sy

DGS 330-4 {REVISED 2/87)




LUSIRUCTIGNS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEY OR

REVISED RECORD SERIKS. FORWARD
¥ITH RECORDS RETENTION SCHEDULK
{DG8 380-1)

DEFARTMENT OF GENERAL SERVICKS
RECORDS MAMNAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278

AGENCY RECORDS INVENTORY

mm:,li_or_éi_

1t . DEFARTMENT /AGENCY
Public Safety and
Correctional Services

JESSUP, MARYLAND 20794
2. DIVISION '

Division of Correction

3. UNIT
Strategic Planning

DEF INITION -RECORD mlu_l GROUP OF RELATED RECORDS NORMALLY FILED

4. RECORD SERIES TITLE

REFERENCRE AS WELL AS RETENTION AND DISPOS

. Strategic Planning Miscellaneous Correspondence Files

AND USED AS A UNIT FOR

1TION PURPOSES
3. EARLIEST YEAR/LATEST YEAR
T®

Letters

Memos

Reading Literature
Meeting Minutes
Publications

Bulletins
Policies
Reports

¢. RECORD SERIES DESCRIPTION ‘nmnnv DESCRIBE THE TYPES OF IN'OM'I’ION[DOCU_NTO/POM PFOUND
INCLUDR THE PURPOSE OR FUNCTION OF THE sEriEs)

Division of Correction Regulations
Division of Correction Information

| 7. RECORD SERIES FORMAT(S)
O LETTER SI1ZK O MICROFILM
O LEGAL SIZE O COMPUTER TAPK

‘l’tlauumlunx 0 FLOPPY DISK

QO AUDIO TAPE O VIDEO TAPK
O OTHER(SPECIFY)

8. RECORD SERIEKS SEQUENCK
O ALPHAEKTICAL
O NUMERICAL

0 cHRONOLOGICAL

j E
’. voLuMK b
O FILE DRAYER(S)
O MICROFIL) REEL(S)
O COMPUTER TAPE(S)

mn OTHER(SPECIFY)

O GEOGRAPHICAL
C OTHER(SPECIFY)

$0. ANNUAL ACCUMULAT ION

O FILKE DRAWER(S)
O MICROFILM REEL(S)
RUMEEN O COMPUTER TAFE(S)

0 onvER(SPECIFY)

FILE 1S USED
Q pailLy

ill.

Hwmay

-

O MoNTHLY RUSEY

FILE BECOMES INACTIVE AFTER.
O MONTH(S)

g YEAR(S)

¥

! 13. CURRENT LOCATION(S) (BLDG.,FLOOR, ROGM)

14. IS RECORD SERIKS DUPLICATED ELSEWHERE?
tir vyas, sPeciry sazncy or orFrice)

18. ACCESS RESTRICTIONS

-Q YRS
(1r ves, ciT LAW(S) & rEouLATION.S)

16. AUDIT REQUIREMENTS

O NoNE J-STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1P YRS.EXPLAIN
BRIEFLY AND DESCRIRER ANY HARDRARE/ SOFTWARK )

Cyxs O NO

and

18. RECOMMENDED RETENTION

Review annually

lete material.

destroy obso-

f9. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(301) 764-4113

21. DATE

| STl41

DGS $30-4 (REVISED 2/87)
4




JUSTRUCTIQNS - -TYFE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD

(oGS 330-1)

¥iTH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7278 WATERLOO ROAD
P.O. BOX 278
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTURY

rnce 5_or 5

DEFARTMENT / AGENCY
Publlc Safety and
Correctional Services

2. DIVISION

Division of Correction

3. UNIT
Strategic Planning

DEF INITION -RECORD mlu-“ GROUP OF RELATED RECORDS NORMALLY FILED

, 4. RECORD SERIES TITLE

REFERENCE AS WELL AS RETENTION AND DISPORITION PURPOSKS

* Strategic Planning Capital Budget Material Files

AND USED AS A UNIT FroOR

S. EARLIEST YEAR/LATEST YEAR
TO

i 6. RECORD SERIES DESCRIPTION ‘IIIIPLV DESCRISBE THE TYPRs OoF INNMTION[DOCMTIIFOM FOUND

N THE SERIES.

Capital Budget Material Files:

Letters
Memos

Site Plans

Capital Budget Forms (A, C, Cost Esti-
mate Worksheet and Equipment and
Furnishing Request)

Handwritten Notes

INCLUDKE THE PURPOSE OR PUNCTION OF THE SEFIES)

7. RECORD SERIES FORMAT(S)
O LETTER SI2ZE O MICROFILM
O LEGAL SIZE O COMPUTER TAPK

O BOUND BOOK O FLOPPY DISK

‘I' O AUDIO TAPE O VIDEO TAPK
O OTHER(SPECIFY)

8. RECORD SERIES SEQUINCK
O ALPHABKTICAL
O NUMERICAL
D CHRONOLOGICAL
O GEOGRAPHICAL
O OTHER(SPECIFY)

: | 3
2. voLuME b
O FILK DRAJER(S)
O MICROFILR REEL(S)
O COMPUTER TAPE(S)

m 0 OTHER(SPECIFY)

$0. ANNUAL ACCUMULAT ION
O FiLE DRAWER|S)
O MICROFILM REEL(S)
RUMSEW © COMPUTER TAPE(S)
O OYHER(SPECIFY)

| 11. piLx 1S usED

O palLY W wmay

O MONTHLY ROMERY o

| 13. CURRENT LOCATION(S) (BLDG.,FLOCR, ROOM)

FILE BECOMES INACTIVE AFTER

MONTH(S) O YEAR(S)

14. 18 RECORD SERIES DUPL ICATED ELSEWHERE?

tir vyxs, sPEciry saency or oFrice)
Ovys O NoO

18. ACCESS RESTRICTIONS

‘O YRS
(1r ves, ciTx Lawi(s) & rmauLaTION(S)

O NO 16. AUDIT REQUI

0 oot A(STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM USED? (i1r vyRS.RXPLAIN
BRIEPLY AND DESCRIAR ANY MARDRARK/SOFTEARE )

TCYEs D No

RECOMMENDED RETENT ION

Retain for five
(5) years, then
transfer to the
State Archives
for permanent
retention.

19. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMEER

(301) 764-4113

21. DATE

S5

DGS 559-4 (REVISED 2/87)




